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Our Schedule for Today

. Introduction and General Overview of Our
Profession

Break

ll. Selection and Appraisal of Materials

lll. Accessioning of Materials

IVV. Arrangement and Description of Materials

Lunch
V. Preservation
VI. Research and Access

Break
VII. Outreach and Publicity
VIIl. Continuing Education

Q&A



|. Introduction and Overview

The Activities of an Archivist
Archives vs. Libraries
Records vs. Manuscripts
Some Archival Definitions



The Activities of an Archivist

A IDENTIFY and ACQUIRE materials of institutional, cultural, topical or social
importance and enduring value

ARRANGE, DESCRIBE and PRESERVE collected materials
Make collectionsAVAILABLE and ACCESSIBLE
ProvideREFERENCE service

ConductOUTREACH and EDUCATION about holdings
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Sustain collections througlBBUDGETING, FUNDRAISING and GRANTS
A COLLABORATE with other institutions on special projects

Archivists often have a working knowledge of basic copyright guidelines, digitization
standards, preservation standards and facilities maintenance. Donor outreach and
cultivation is also a part of the archival enterprise.
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Libraries

Secondary Source Material

Items are classified and collected at an
individual level

Weeding decisions, typically, can be
reversed (new copy, Amazon;l@ok)

ltems are described and classified
according to preexisting national/
international classification schemes and
the judgment of catalogers and metadata
specialists

Description standards are well
established

Libraries are often dependent on
acquisitions budgets and approval plans
to build print collections

o To T Do

Archives

Primary Source Material

ltems are classified and collected in
aggregate

Weeding decisions are, typically,
irreversible

ltems are arranged and described
according to the rules of provenance,
hierarchy, material type, original order,
and the judgment of processing archivists
and archival metadata specialists

Description standards for Finding Aids
only recently established

Archives are often dependent on parent
institution transfer or donor base to build
collections



Records* Manuscripts*

A Materials created by an institution, A The papers and collateral materials of
corporation, organizatioror an individual or family (e.g., James
government agency (e.g., University Joyce, James Madison)
of Northern Colorado, Boeing, USDA, A Traditional title of oversight position:
Rocky Mountain Farmers Union) Gdal ydza ONR LIG [ dzNJ G2 N

A Tr?dltlonal Rtle 3\1‘ oversight position: A Traditionally housed in Repositories
a! NDKAGAaue : A Collections reflect the topical area

A Traditionally housed in Archives interests or research interests of the

A Kept to meet the needs and repository. Also: To document the
operations of the creating activities of socially, politically or
organization. Part of preservmg the historically significant individuals and
GLyadgAatGdziA2ylrf aSY2NERBégauml UKS

organization

*The lines of these traditional distinctions are now often blurred. For example University
archival departments often contain University records, records of other organizations
and manuscript collections/papers of individuals.
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Provenance

Thematerials generated by one individual, organization or department
should not be mixed or combined with the materials of another.

Original order*

Materials should be kept and arranged in the order in which they were
originally created, maintained or used

*Not so sacrosanct with modern collections



Introduction and Overview
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ll. Selection and Appraisal

Value

NThe Records Lifecycl
Retention

Institutional Surveys



Value

A Evidential ValueMaterials that document organization, function, policies, actions, decisions (i.e.,
presidential diaries, organizational charts, minutes). Best evidence? Highest level? Most complete?
(final draft, main committee report rather than sutltommittee)

A Informational Value Materials that document people, places, things, events. Importance? Researcher
value? Uniqueness? (e.g., student newspapers, Sanborn maps)

A Intrinsic Value: Materials linked with fame, important event, artistic merit, uniqueness of format, high
monetary value (e.g., Declaration of Independence, glass plate negatives)
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Permanent Retention

Subject Correspondence
Minutes, Proceedings, Reports (Administrative, Committee and Departmental)

Material generated by and unique to your institution: Awards, Brochures, Certificates, Course Listings,
Newsletters, Newspapers, Pamphlets, Press Releases, Syllabi

Literary productions of individuals connected with your institution: Manuscripts, Memoirs, Research
Notes, Reminiscences, Speeches and Lectures

Legal and administrative documents: Deeds, Mortgages, Titles, Policies and Charters
Photographs, Slides, DVDs, and other audio/visual materials produces by your organization
Scrapbooks and ephemera that document your activities

Maps, charts, diagrams and blueprints
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Temporary Retention

Bank statements, voided checks, check stubs and check register tapes

Purchase records: orders, payment vouchers authorizing payment to vendors and vendor invoices
Sales records: invoices, monthly statements, remittance advisories, shipping and mailing papers.
Travel and entertainment records: account books, expense statements.

Monthly financial statistics and statements used for internal purposes.

Routine form letters and correspondence

Statistics compiled for office reports.

Too T o Too To T Do

Important Tip to Remember: The Intrinsic Value of an item may make it worth keeping.
(Linked with fame or a famous individual, an important event, artistic merit, uniqueness of
format, high monetary value.)
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Materials That Usually Need No Retention Period

Duplicates

Miscellaneous notes or memos that do not relate to the functions of your organization
Preliminary Drafts (unless showing a significant change or reversal of policy)
Published reference materials (working files)

Routine memos or forms used to request or respond to requests for information, forms, mailing lists,
etc,

Routing slips
Extra stocks of publications

Important Tip to Remember: The Intrinsic Value of an item may make it worth keeping.
(Linked with fame or a famous individual, an important event, artistic merit, uniqueness of
format, high monetary value.)



The Life Cycle of Records

Final Disposition

Archive, Transfer, Migrate, Reformat, or Destroy?

Storage

On site or remote?
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By-Products of an Organizational Archival Survey and Inventory

Knowing what kind of records and information predominates your organization: Who needs it, uses it,
and what purpose it serves
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Gauging your organization's future ability to accession historic materials from other institution

Practice in identifying types of materials (this will help you to organize other historic collections)

Gathering the information to create a preliminary retention schedule for your active records if you do
not have a records management system in place.
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lll. Accessioning
Considerations
Copyright
Forms



Things to Consider in Accessioning Archival Materials

Were these materials originally generated by my institution? (Separated at birth and now
reunited)
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Does this collection complement the collections we already have?

Do we have the space to house these materials?

Do we have the persoipower to do baselevel organization and processing of these materials?
Can we get a grant to process these materials or is there funding attached to the donation?
What stipulations are attached to donation funding?

To o T To o I

Consider who holds the copyright to materials deeded to your institution



Forms Used in Accessioning Archival Materials

A Internal Transfer Form (Institutional Records)
A Deed of Gift
A Informed Consent Form or Deed of Interview (e.g., oral history projects)

When creating deeds of gift consider futudigitization projects and donor permissions for other
future uses of materials
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V. Arrangement and Description

Levels of Arrangement
Physical Arrangement
Finding Aids

MPLP



Arrangement and Description

Chaosm=s)  Order

A Processes used to gain both intellectual and
physical control of the materials.




Arrangement and Description

Basic Principles of Arrangement
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A Provenance: records of a given creat@ st
must not be intermingled with the ¢ U
records of other creators. i

A Original Order: records should be
maintained in the order in which they & .
were placed by the organization,
iIndividual, or family that created them

CONNIE WiLLIS



Arrangement and Description
Levels of Arrangement

ARepository
ARecord Group (collectlon)
ASeries
AFile Unit
Altem




Arrangement and Description

Levels of ArrangementRepository

A Repository: togevel divisions within the institutional holdings




Arrangement and Description

Levels of ArrangemertRecord Group

A Record Group: A body of organizationally
related records established on the basis B
of provenance, with particular regard for o
the complexity and volume of the records
and the administrative history of the record
creating institution or organization. AR

COLORADO.




Arrangement and Description
Levels of ArrangemelgtSeries

A Seriex; Group of files or documents maintained
together as a unit because of some relationship
arising out of their creation, receipt or use.



